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Exeoutive 24 Hay 1948
Chairman, Intre-igzency Committee on Administrative Overt Procedures

Recormendaticus on Issusnne Systen

1. The Intraeigemcy Committes on Administrative Overt Procedures recom-
mends the following action which is in agresment with the recorvendations of
the Cormitbteo on Administretive Covert Procedures:

8. Thresepost binders be used by holders of full manual to file
manual issusnoes. Ctenderdised three-rinz binders be used by holders
of partial mamual to File ismuances pertinent to their needs.

be The over-sll security classification of the ranual be SECRET.
Emch paze be classified in accordance with the nature of its contents.
TOP BRCRFT issuenges be handled separstely.

cs A tabedivider system be adopteds (Exceptions relating to sube
division dividers end color of dividsrs sre shown in paragreph 2 ba).

d, The numbering system amd page format be identicel to sample
attached to the Covert Committee reccamsndstions. {Ixception regard-
ing pagination is shown in paragraph 2 ¢ )e

ae Additicns to subpsragraphe be incorporated by use of s decimal
snd the next open mumerical identification.

fo« Offset reproduction be used for Loth Agency and intre-office
issuancos.

g+ All policy, instruotional sand procedural information of a semis~
permanent or permenent nature and having general applloability be ine
eluded in the remsl, Administrative notices of a temporary nsture be
igsued separately. (Notes The Covert Committees spells out the formal
for notices in coneideradle detail).

he Appropriate distribution markings be indicated on each page of
the manuale ‘

i. Fach manusl issusncs be igsued with a transmittal sheet which
will indicste the changes or additions being made, The transmittal
sheet alsc indicate if en issuonod %avihe a restrioctive distribution
hag been issued under the lmet preceding transmitisl shest. The trans-
mittal sheet will include a typed siznature of the spproving officisle
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Js The Hanagement Office hold the signed draft of all issusncos.
The saparate manusl issuances will not carry the sigmature of the ap-
proviang officiale.

2. This Cermitteo recommends the follewing action which is not in BT BO-
ment with the Covert Committes:

%8s The subject catsgoriss of the manusl be established ms follows
and be srranczed in the following sequences

(1) ¥amual Instruotions

(2) mudget and Finence

(3) Communications

(4) Correspondence end Files
(8) Liaison

{6) Operations

(7) Organisation and Functions
() Persounel and Medical Services
(9) Security
{10) Supply snd General Services
{(11) Travel and Treusportation

be The major tabedividers be clesr. IDach office determine its own
divider aystom for intre=cffice issuances.

%« The code desiznation "CIA" be used on esch pago for Azencyewide
issuance. Issusnoes of the separate offises of CIA besr their orzani-
sational code designation, e.ge, "ORF,"

ds An slphabeticsl subjeot index to sategory and first subdivision
be inoluded and revised,

9+ Fo recomuendation is made regarding mmbering or organisation
of field sestions of the mamual,

3, In addition, this Comaittee recomsends that wherever possible each
subjeet should de covered completely under one heading instesd of tresting
the subjeot separately under esch category of the mamual.

4. There has been no ocordination of the recommandetions of this Come
mittes with the opersting offices,
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S+« In connsotion with distribution of the full manual, the Comittee
regsomeands that manusls be distributed 4o each Division Exceptiona will

be nade where requirsd te provide mors manuals or to eliminate 2istribution
to particuler Mvigions.

JOHE 9. SARNER
Chalrman
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